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Organizing Skills:
Declutter Your Life
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Having Goals
What brought you to this program?
See Handout A: Organizer Worksheet
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Program Outline

- Establish a morning and evening routine
+ Declutter

= Organize your space

« Devise weekly meal plans

= Consolidate important information
(health/legal/financial/emergency)

* Manage your time and tasks

0 2018 Maraged Health Netwark, LLC. All Rights Ressried.
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Establish a Morning and Evening Routine

Routines can...

= Simplify your days by providing direction and structure

— Eliminating the need to think each morning and evening
about what you are going to do and in what order

= Help you incorporate things you will feel good about
doing and typically think you don’t have time for

— What do you want to add to your existing routine?

D 2018 Managed Health Network, LLC. All Rights Resarved.
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Examples of Morning Routines

Ted’s AM Routine Barb’s AM Routine

- Read comics while drinking a - Make breakfast for myself/kids
cup of tea (15 min) (20 min)

- Make breakfast/clean up (20 = Clean up kitchen (10 min)
min) - Drink cup of coffee while

« Plan day while listening to journaling (15 min)
favorite music (15 min) - Jog (30 min)

* Takevitamins (1min) - Shower/get ready (30 min)

« Get ready for work (30 min) - Pick up clutter (5 min)

- Make bed (5 min)

Time: 86 minutes Time: 110 minutes

2018 Managed Health Network, LLC. Al Rights Resared.
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Examples of Night-time Routines

Ted's PM Routine Barb’s PM Routine
Walk dog (20 min) +  Make dinner (45 min)
Sort mail (2 min) - Prepare lunches (15 min)
Make dinner (45 min) - Clean up kitchen (15 min)
Clean up (15 min) . H(_alsx kids with homewaork (20
Clutter removal (5 min) min
Plan for tomorrow (10 min) » Set out clothing (2 min)
Watch tv (1 hour) = Spot clean bathroom (5 min)
- Gratitude practice (15 min)
Time: 157 minutes Time: 117 minutes

See Handout B: Daily Routines

© 2018 Managed Health Netwark, LLC. Al Rights Reserved
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How Do I Get Motivated to Have a Routine?

= Find your primary motivation

= Have a clear plan (write it down)

« Adjust as needed

= See your progress

= |dentify your trigger

« Be present and aware

* Visualize yourself doing your routine

2018 Marcaged Health Network, LLC. Al Rights Ressred.
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Declutter

= QOur physical space impacts our emotional well-being

« Decluttering is the fastest and easiest way to improve
the look, function, and feel of your home

= Take on a daily 5, 10 or 15-minute purging and
decluttering challenge

See Handout C: Declutter Your Home

© 2018 Managed Health Netwark, LLC. All Rights Ressried.
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Declutter cont.

* Prevent clutter
— Put things in their ‘place’ immediately after using them
Apply the ‘one in, one out’ rule
Follow the ‘a place for everything’ rule
— Do a ‘daily decluttering’ , for 3-5 minutes
Seek help if hoarding is a real challenge

©2018 Managed Health Network, LLC. All Rights Reserved
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Organize Your Space

« S—Sort

* P—Purge

+ A-—Assign

« C—Contain
+ E - Evaluate

See Handout D: The S.PA.C.E. Challenge

D218 Mansged Healih Network, LLC. All Rights Resared
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A Clean Home

“My idea of housework is to sweep the room with a glance.”
- Erma Bombeck

“A clean home is a happy home.”
- unknown

2018 Managed Heaith Natwork, LLC. All Rights Reseried.
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A Clean Home cont.

#1 Have a quick and easy daily cleaning routine. Example:

AM

1) Make beds

2) Empty the dishwasher

3) Wipe down bathroom counters
4) Put away a load of laundry

5) Pick up clutter

PM

1) Throw in a load of laundry

2) Load and run the dishwasher
3) Wipe down kitchen counters
4) Spot mop floors

5) Pick up clutter

02018 Mancaged Health Network, LLC. Al Rights Ressred
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A Clean Home cont.

#2 Follow a weekly cleaning schedule. Select one:
Weekly Intensive

= 1 or 2 days per week, clean entire home
Daily 30 or Daily 60

= Daily power cleaning for 30-60 minutes
— Daily Zone cleaning

= Daily zone cleaning (for ex: Mon's - bathrooms, Tue’s - living room)

— Daily One task

- Daily task (for ex: Sat's - vacuum all floors, Tue’s — dust everything)

#3 Follow a schedule for spring cleaning/intermittent tasks
— ldentify all tasks, create a recurring schedule, enter into calendar

D 2018 Managed Health Network, LLC. All Rights Resarved,
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Consolidate Important Information

« Have a family quick reference binder
= Qrganize your paperwork

« Complete important legal documents
= Plan your meals

D 2018 Managed Health Network, LLC. All Rights Resarved.
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Make a Family Quick Reference Binder

= Contacts (friends, family, neighbors, etc.)

* Perpetual calendar for birthdays, anniversaries, etc.
« Babysitter

= School

* Health

= Emergency preparedness

« Home safety checklist

2018 Maraged Health Network, LLC Al Rights Resarned
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Organize Your Paperwork

+ Sort and file your paperwork into short term, long term,
and ‘discard’ files
— Handout E: Organize Your Paperwork

* Have a rule about how long you keep important papers
= Create a paper ‘purge’ task schedule

Mote: if you don't have one, consider purchasing a small fire-proof safe for
hard to replace documents and memorabilia! Or have a safety deposit box
at your bank.

© 2018 Managed Health Network, LLC. All Rights Ressried
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Create Important Documents

- Legal documents
— Living Will
— Healthcare Power of Attorney.
— Durable Power of Attorney.
— Will
« Password Log

©:2018 Managed Health Netwark, LLC. Al Rights Reserved.
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Streamline Grocery Shopping & Meal Planning

* Use a grocery shopping list template
— Shop weekly
— See Handout F: Meal Planning & Grocery Shopping

« Make a dinner list (meals you like to eat regularly)

« Create weekly meal plans
— Insert items into shopping list

* Share the load
— Assign meal prep and clean-up to family members

0 2018 Mansaged Health Netwark, LLC. All Fights Resenied.
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Manage Your Time and Your Tasks

You will never find time for anything. If you want time,
you must make it.”

-Charles Buston

© 2018 Managed Health Network, LLC. All Rights Resanved
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Identify Your Recurring Weekly “To Do’s’

« List all of the things that you need to do weekly
(recurring). Example:
— Create a meal plan
— Fill up your gas tank
— Grocery shopping
— Cleaning
— Do laundry
— Change bedding
— Water plants

— Review and update your schedule for the week (events,
activities, special occasions, etc.)

© 2018 Managed Health Network, LLC. All Rights Resarvad.
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Assign Recurring Tasks to Days of the Week

Example:
sun __Mon _ [Tue  [Wed IThur [Fri _[sat |

*Review sFillupgas  +<Change *Vacuum <Do «Call sCreate
and tank bedding laundry family meal plan
update *Work
weekly +Clean *Visit out *Water *Workout <Yardwork
schedule bathroom Aunt Jo YMCA plants YMCA

*Clean

*Grocery *Work out *Dust *Family kitchen
shopping  YMCA outing

+Family
meeting

This provides a schedule that can be used every week and adjusted as needed.

© 2018 Managed Health Network, LLC._ All Rights Reserved
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Plan For the Week Ahead

At the beginning of the week, review your calendar

- ldentify unique ‘to do’s for that week (events, activities)
— Create your ‘to do’ list for the week
— Indicate which day you will do each task

Combine them with your weekly recurring task schedule

Identify any necessary adjustments to your weekly recurring
schedule

82018 Managed Health Network, LLC. All Rights Reserved
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Plan For the Day Ahead

At the beginning of each day (or the day before). ..
» Review your ‘to do’ list for the day
+ |dentify the day's top 3 priorities
— These should be your “immediate action” tasks
= Do the hardest one first!

© 2018 Managad Health Network, LLC. All Rights Reserved.
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Planning at Work

Plan for the week ahead:

- Create your list of recurring weekly tasks
« Review your calendar for the week ahead
» Create your to do list for the week

Plan for the day ahead:

« Review your ‘to do’ list for the day
« Identify your top 3 daily priorities
» Do the hardest one first!

Use the decluttering prevention practices:

» Put things in their ‘place’ immediately after using them
»  Apply the ‘one in, one out’ rule

- Follow the ‘a place for everything' rule

« Do a ‘daily decluttering’, for 3-5 minutes

©2018 Managed Health Network, LLC. All Rights Reserved.
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Summary

= Accept that we can'’t be organized all the time!
= Start with small, reasonable goals

* Make adjustments

Celebrate your successes!

02018 Managed Health Network, LLC. All Fights Resarved.
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Resources

Online
* Emergency preparedness - www.ready.gov/build-a-kit

* Home safety checklist -
www usfa fema gov/downloads/pdffhome_safety_checklist pdf

+ Home maintenance checklist -
www_preventativehomemaintenance.com’home-maintenance-checklist/

+  MHN.com

Books

+ Organizing from the Inside Out by Julie Morgenstern

+  Cluttered Mess to Organized Success by Cassandra Aarssen
+ First Things First by Steven Covey

+ The Power of Habit by Charles Duhigg

+ The Seven Habits of Highly Effective People by Steven Covey

0 2018 Managed Health Network, LLC. All Rights Resarved.
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Handout A: Organizer Worksheet

1. What inyour personal/homéfe, are you wanting to organize or be better at organizing?

2. Why is this important to you? Or what is not currently working? For example, is it
causing you stress?

3. What would work? OR What are you seeking?

4. List thetasks and ideas toake this happen:

5. Plug the tasks into long and shtetm lists

Next 6 months

Monthly

Weekly

Daily

Adapted from: Cluttered Mess to Organized Success, by Cassandra Aarssen.

MHN; Organizing Skills: Declutter Your Life 15



Handout B: Daily Routine (for work -days)

AM Routine:

Total time:

PM Routine:

Total time:

MHN; Organizing Skills: Declutter Your Life 16



Handout C: Declutter

Pick a space,et your timer and see how many things you can get donelthdr 15 minutes
perday!At mi ni mum, commit to doing this for a wee

Bedroom

Check things off as you complete thelimd count how many things you donate or throw gway
to feel pride in your progress!

Note:Havea 6 does not belong in the bedroomdé bin

Done | Task to tackle

Clear surfaceswhere clutter accumulates such as night tables, hooks, chairs. Move qui
declutter these areas. See if you can find 10 items from these areas that you can get ri
now. Toss the garbage.

Purge from your bureau. Identify 21 items from your bureau drawers that you can donat
Be sure to include any old socks or ung¢

Find the floor again. Pick up any items on the floor and put them in their place. Move fa

Purge from your closet.Purge and donat21 items from your closet. The 80/20 rule is: yo
wear only 20% of your clothing 80% of
Another day, repeat!

What 6 s un d &entify Shtems that dafl be donated or put in the trash.

Put damnegs 6not belong in the bedroom binbd

Kitchen

Done | Task to tackle

Lose the lids.Say goodbye to those extra lids we all have in our food storage container
Whil e youdr e adntainetstodénatemmd 3 wunused

Purge utensils.Purge 2 extrdarge serving spoons, spatulas, or that extra potato masher
never use.

Remove unused small appliancef®onate 1 small appliance that you never use. Here ars
some examples: rice cooker, bread maker, food processor, hand blender, or toaster ov
they havenot been used in 6 months, it

How many mugs do you really need®ow often @ you have 20 friends over for coffee at
the same time? Let 4 go!

MHN; Organizing Skills: Declutter Your Life 17



Look under the sink. Take a minute and purge some unused cleaners, grocery bags, af
those dustollecting vases from under your kitchen sink. Get rid of at least 5 things now

Purge the pantry. Go through your pantry and donate 5 food items that you will never e
Your local food bank with appreciate your kindness and your pantry will appreciate the
newfound space! Don6t forget to | ook af

Dondét f or g eMeatfohirstarfce, ise @peasivé. But are you really going to eat
freezerburnt chicken or hamburger? Find 5 things from your freezer to toss.

Remove some junk from that junk drawer.Candét i denti fy what

Make a final run through your kitchen. Find 5 random things to get rid of. For example:
duplicate measuring spoons, scratched pots and pans, chipped glasses and plates,an
out baking pans you dondét use.

Living Area

Done | Task to tackle

Pass on some kniclknacks. Go through your home and find five home décor accessorie
knick-knacks that you no longer love and can let go to someone else.

Move some books and magazines oury to find 10 books and 10 magazines that you w
never red again and move them out.

El i mi nat Bhe hed BDay v organize your DVD collection is to let go of the cases
use a DVD sleeve organizer.

Purge some picture framesToo many of them can make your space look and feel clutte
Take the picturg out and donate 4 frames from your home.

Say goodbye to some gameset go of 3 board games or puzzles and pass them on to al
family.

Do a tech clean upFind and remove outdated video games, extra remote controls (and
batteries that donét wor k), and unused

Reign in the random. Find 5 extra random things that you can get rid of.

MHN; Organizing Skills: Declutter Your Life 18



Bathroom

Done | Task totackle

Say goodbye to the makeud. f you dondét | ove the col o
Find 10 things that you can get rid of.

Purge old medicineGo t hrough your medication and
Eli minate all first aid items that youo(

Let go of the skin products.Sort through the lotions, shampoos, perfume, hair gels, etc.
ruthless. Donate or toss those itemeyohavenoét used and most

Dispose of old towelsOkay which stained, or hofdled towels take up space in the closet
but never get used? Remove them.

Toss those toothbrushedo you have old toothbrushes hanging out? And by the way, n
time you get a new one, toss the old!

Clean out the cleaning supplied. f you havenét used it in
Free up some space!

Adapted from: Cluttered Mess to Organized Success, by Cassandra Aarssen.
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Handout D: The S.P.A.C.E Challenge

Pick an area you want to organize. Make sure the area is small enough that you can complete it
in 15 minutes.

Si Sortallt he i tems from this space into Alikeo pil
your pilesseparated by categofyxample:if you are doing your bathroom you could make a
pile for Afirst aid supplies, o Amedicationso,

until your entire space is empty.

PT1 Purge

Go through each pile and let goadl, unused, or duplicate items that you no longer want to

keep. Be ruthless!

AiLet 0s assign a place for these newly sorted

EVERY thingshould have a place to call home. Keep losing your keys? Keep them in the same
spot ALWAtYSkn®wnwhere your cel Thephormgoesons. Have
either the kitchen counteor on your desk. Always putdne of those two placks

Assign a place for these newly sorted piles to call home! Which of these things do you use most
often?The items you use most often should be the easiest to access, so place these at waist or eye
level. The items you rarely use should be stored on top shelves or in harder to reach areas. You
may want to consider moving items to an entirely different spageur home during this time.

Ci Contain
Measure the areas that you have fiassignedo as
will fit that space! Be sure the containers are large enough to hold everything in your sorted pile.

Get creativeReuse containers you already have or shop your local dollar store for-budget
friendly options.

Ei Evaluate

Evaluate your newly organized space from time to time to make sure it is still working for you!
Make purging a part of your regular cleaning roetso that it never becomes out of control
again.

MHN; Organizing Skills: Declutter Your Life 20



Take this 30Day Challenge!

He r e 0-day @hall@@e for you. Set your timer for 15 minutes each day, purgingirtehes
given space.

Under kitchen sink
Food containers
Bakeware and dishes
Utensil drawers
Fridge

Freezer

Pantry

Junk drawer

. Linen closet
10.Bathroom drawers
11.Under bathroom sink
12. Medicine/toiletries
13.Dresser drawers
14.Under your bed
15.Closet

16.Shoes

17.Purses, bags, totes
18. Memorabilia

19.Chi |l drenbds t
200Chi l drenbds ¢
21.Craft supplies
22.Laundry aea
23.Desk/paperwork
24.Storage area
25.Books
26.Movies/games
27.Quterwear

28. Cluttered surfaces
29. Garage/shed
30.Tools

=

©XNoOO,WN

Now naturally, it may take quite a few-bainute time slots for any given area. But the sense
of satisfaction derived from each time slot can be phenonikryalt!

Source Cluttered Mess to Organized Success, by Cassandra Aarssen.
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Handout E: Organize Your Paperwork
Sort

and file your

Long-Term Papers

E ]

= =4

Appliance manuals, warranties, ai
service contracts

Yearly bankstatements

Credit card contracts

Legal documents

Education records, diploma,
transcripts, etc.

Employment records

Family health records, including
vaccination histories

Health benefit information

Short-Term Papers

T
T
T

Monthly bank statements
Bill payment receipts
Bills awaiting payment

Discard

E |

Cancelled checks for cash or
nondeductiblexpenses

Expired warranties

Pay stubs, after reconciling with-&/

paper wor k i

E

E

= —A

nto short

Income tax papers (last 7 years)
Insurancepolicies

Yearly loan statements

Password list

Receipts for items under warranty
Safe deposit box inventory (and ke
Tax receipts, such as those receive
for charitable deductions

Monthly credit cardstatements
Mi sc-Dbhdopapers

Income tax papers over 7 years olc
Monthly bills and statements over
12 months old

Source Cluttered Mess to Organized Success, by Cassandra Aarssen.
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Paper Purging Guide

How long do you need to keep important papers?

Documents

How Long to Keep It

Bank statements

1 year, unless needed to support tax filings

Birth certificates, marriage licenses, divorce
decrees, passports, education records, mili
service records

Forever

Contracts

Until updated

Credit card records

Until paid, unless needed to support tax
filings

Home purchase and improvement records

As long as you own the property

Household inventory

Forever; update as needed

Insurance, life

Forever

Insurance, car, home, etc.

Until you renew the policy

Investment statements

Shred your monthly statemenkgep annual
statements until you sell the investments

Investment certificates

Until you cash or sell the item

Loan documents

Until you sell the item the loan was for

Real estate deeds

As long as you own the property

Receipts for large purchases

Until you sell or discard the item

Service contracts and warranties

Until you sell or discard the item

Social Insurance Card

Forever

Marriage Certificate

Forever

Tax records

7 years from the filing date

Vehicle titles

Until you sell or dispose of the car

Will

Until updated

Source: Cluttered Mess to Organized SuccbgCassandra Aarssen
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Handout F: Template Shopping Lisk

Grocery Checklist w Uertexyz

hiRps- e wertexdd comExcalTemplales gro =114, il 02012 venaxd2 LLC
[PERSONAL |
a o Bacon o Applesauce z Vegetable Qil o Condibonear
a o Beef/ Steak o Beans o Soy Sauce o Cotion Products
=] o Ghicken o Ghali = Olive Qil 2 Deocdorant
a o Deli Meat o Fruits o Vinagar S Feminina
o o Fish o Mushrooms o BBQ Sauce 2 Floss
o Ground Beef o Olives o Hot Sauce o Hair Spray
o Ham o Soup o Spaghetti Sauce 2 Lip Balm
o Apples o Hot Dogs o Temate Sauce o Syrup o Lation
o Awvocados o Pork g Tuna o o Makeup
o Bananas o Sausage o Vepetables 2 Mouthwash
o Berries o Turkey =} o [Pain Relavers
o Broccol o =] = Croutons o Razor Blades
o Carrots a o o Honey S Shampoo
o Celery o o Jam /[ Jelly = Shaving Cream
o Cucumbers o Ketchup S Seap
o Garlic o Biscuits o Mayonnaise o Sunscreen
o Grapefruit o Bulter o Baking Powder o Mustard o Toothbrush
o Grapes o Chaese o Baking Soda = Peanut Buttar 2 Toothpaste
o Lemaons/Limes o Cookie Dough o Bread Crumbs o Pickles =]
o Lettuce o Cream Cheesa o Brownie Mo o Salad Drassing
o Melons o Dips o Cake Mix o Salsa
o Mushrooms o Eggs o Canned Milk o S Aluminum Fail
o Onions o Half & Half o Chocolate Chips o o Bags
o Dranges o Milk o Cocoa o Coffee Filters
o Peppers o Sour Cream o Gommeal o Cups
o Potatoes o Whip Craam o Comstarch o Sakt o Garbage Bags
o Squash’Zucchini o Yopurt o Flowr o Pepper o Mapkins
o Tomatoes o o Food Codoring o Cinnamaon o Papear Towels
a a o Frasting o o Plastc Wrap
=] o Muffin M o o Flates
EEEET - Catmesl o Tissues
o Chickan o Pie Crust o Toilet Paper
o Bagels o Dessaris o Shortening o Candy o Utensils
o Bread o Dinners o Sugar (brown) o Cookies o Wax Paper
o Cake o Fish o Sugar (powder) o Crackers =]
o Coolies o Fruits o Sugar (white) o Dip! Salsa
o Dinner Rolls o lce o Vanilla o Dried Fruits
o Donuts o lce Cream o Yeast o Fruit Snacks o Battanas
o French Bread o lce Pops =] o Graham Crackers o Bleach
o Hamburger Buns o Juice o o Granola Bars o Cards
o Hot Dog Buns o Lasagna o Muts | Seads o Charcoal
o Muffins o Pie = Paopeorn o Detergant
o Fastnes o Pizza o Couscous o Patato Chips = Dish Seap
o Fie o Wepetablas o Hamburger Halper o Pratzels o Dishwashear Soap
o Fita Bread o Waffles o Lasagna 2z Pudding = Fabric Softener
o Tortillas o o Mac & Cheasa = Raisins o Glass Cleaner
a o Macaroni o Terilla Chips o Light Bulbs
a m g Moodle Moes o S Rags
o Water o Ramen o Sponges
o Juice o Rice {brown) o Wacuum Baps
o Cold Cereal o Soda o Rice (white) o Baby Food =]
o Oatrnaal o Spors Drinks o Rice Mixes o Diapers
o Creamed Wheaat o Coffes o Spaghatii o Formula
o Fancake M o Tea o o Rash Cream o PetFood
a a o o Wipes o Cat Litter
o o =] c o Treats
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